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Add a Categorized Case Note (Youth Safety Guide Documentation)

SeIeCt the youthys name in a JJ IS %Juvenile Justice Information System worker: Worker 0YA. Sec Coord [BA)] ) =1 E3|

File Edit Tool Planning Youth Prowider Custody  Administration  Window Help

list — (e.g., caseload, unit log, or al ¥ slase 8 ggE 5 o _L!J_l & @S = @ e
from a search). Prew —— ——— — erﬁg‘).’* ™~ =5

/a It is not necessary to open the
Youth Notebook to add a Note.

(% JJ1S #: 00003603 Youth: Doumean, What Note Detail _ o] x|
1. Click the Add a New Note icon Note Detal | - Created Date Time
=7 Category Qrientation Ch Standard I 1A 7I07 10713 AN
| on the JJIS Toolbar. Sub Category I‘r‘outh Safety Guide  (2) [ Office | Central Support- OYA =] Last Changsd By
. Darmain f | author [ Worker Ova, Sec Coord (@8) w| [ Worker OYA, Sec Goord (@4)
A Note Detail screen opens. _
NoteDate | 01/17/2007 i f
13 1 1 ” (

2. Select “Orientation” from the o ©

Category drop-down list and =l
“Youth Safety Guide” from the
Sub-Category drop-down list.

3. The Note Date defaults to the
current date; if necessary,
change the date and add a
time for the Note.

4. Click OK to save the Note and
close the screen.

||

@ 0K | Apply Apply & New Note Cancel |

(Default Setting for Mass Entry)

m. yenile Justice Information System

To expedite mass entry of the | File _d:i Took Flanning Youth »F’lnwder o
same category of Notes for l Lo e 8
multiple youth, set a Default : S:::S;C;M

Setting in My Worker Notebook. r— —

L Select the "Flle” menu. B

2 Select My Worker Notehook”

3. Select the “Default Settings” (. E

tab on the right.

EWnlkel Notebook for: Worker OYA. Sec Coord (QA) [ Central Support - DYA ) A@
4. SCI’O” th rough the' alphapetlcal Ze;:l::;:::r:z | Default value || Defautt List B IEIaslc—d
IISt Of DEfaUIt Settlngs - If Case Plan Default Document Case Plan Detail - New - Active Pa Default Settings (3
“Note F|Iter” appears |n the ||St Condition Motebook Page Option| Basic notebook Settings
. ! Conditions List Filter All Conditions o oy
select it. Decision Paint List Filter Decision Points by Date —
Default File Folder cAPragram FilestlIS lnng
Default Mote Categary within Gas| Domain Recommendation
i F3- Quick D t Youth F Sheet
If NOte Fllter does nOt appear F4- QE:EI& DEEEEE:I O?(LJI\ BD;;EP—EBEthTErm Goal Lid _ILI
in the list, select it from the <| | :
Setting Name drop-down list. Aakd iEieye
. . " ~ Diefault Setting Information
5. Select “Orientation” from the {4

Setiing Name | Note Fiter =

Default Value drop-down list.

DelautValue | Orientation

6. Click Apply to save the
changes.

Close My Worker Notebook by
clicking the X in the upper right | cencel |
corner of the screen.
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